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PUBLICATION  #16,639-44-800-4-91-C.R. 
APPROVED  BY:    STATE  PURCHASING  AGENT 


REGULATION  UPDATE 

The  regulations  governing  State  grants  and  Federal  subgrants  to  local  governmental  entities,  815  CMR  2.00, 
and  Interdepartmental  Service  Agreements  (IS As),  Chargebacks,  Federal  subgrants,  Intragovernmental 
Encumbrances  (IEs),  815  CMR  6.00,  are  undergoing  revisions  for  FY  92  and  will  take  effect  on  or  about 
4/22/91. 

Other  changes  in  regulations  include  801  CMR  20.00,  Service  Contract  Regulations,  which  replaces 
Administrative  Bulletins  88-1,  88-2,  90-3  and  90-7.  Rates  for  social  service  programs  set  previously  by 
other  agencies  are  now  set  by  808  CMR  1.00,  Prices  for  Social  Service  Projgrams  (Purchase  of  Services^. 
Also,  the  procedures  for  procurement  of  social  services,  801  CMR  25.00,  have  been  replaced  by  808  CMR 
2.00,  Procedures  for  Procurement  of  Certain  Employment  and  Training.  Special  Education.  Elder  and 
Human  Services. 


STANDARD  CONTRACT  AND  LEASE  FORMS 

The  FY  92  Expenditure  Classification  Handbook  states  the  contract  form  to  be  used  and  contains  an  updated 
list  of  Standard  Contracts.  Key  changes  to  the  list  include: 

1.  Standard  Service  Contract,  issued  by  Administration  and  Finance  (replaces  Individual, 
Partnership,  Corporation  &  Research  Service  Contracts). 

2.  Standard  Terms  and  Conditions,  issued  by  the  Office  of  the  Comptroller  (this  is  an  updated  different 
and  shorter  contract  than  the  General  Terms  and  Conditions  of  the  Commonwealth,  issued 

April  1990). 

3.  Contingency  Contract  issued  via  815  CMR  8.00  (new). 

4.  Collection  Account  Agreement  (new). 


LEASE  TYPE 

Departments  should  be  aware  that  the  lease  type  table  (LTYP)  has  been  expanded  to  assist  lease  management 
and  financial  reporting.  Watch  for  MMARS  Memos  for  additional  information. 


INTRAGOVERNMENTAL  ENCUMBRANCE  (TO  TRANSACTION 

The  payment  of  intragovernmental  obligations  will  require  a  new  encumbrance  transaction  in  FY  92.  The 
Intragovernmental  Encumbrance  (IE),  will  be  required  for  all  IV  activity.  For  FY  92  the  IV  payment 
transactions  will  not  accept  PO  encumbrance  transactions.  The  IE  input  form  and  the  instructions  for  its  use 
will  be  issued  shortly.  Departments  planning  intragovernmental  encumbrances  in  FY  92  should  not  enter 
POs  for  this  purpose,  but  should  wait  until  the  IE  transaction  is  activated. 


PARIS 

PARIS,  the  Personnel  Administrative  Reporting  and  Information  System,  is  a  new  executive  information 
system  that  provides  summary  level  human  resource  and  financial  information  to  Commonwealth  managers. 
PARIS  currently  contains  data  on  FTE/employee  counts  at  various  organizational  levels,  displayed  by  such 


variables  as  appropriation  account,  full  time/part  time  employment,  bargaining  unit  and  type  of  position. 
It  also  contains  matrices  which  present  online  demographic  data  on  employee  populations  by  age,  gender, 
years  of  service,  and  salary  range.  Information  is  available  either  online  or  via  reports  that  users  can  easily 
request. 

During  the  next  several  months,  orientation  and  training  will  be  available  for  department  managers  interested 
in  learning  more  about  PARIS. 


SPECIAL  PURCHASE  (SP^  TRANSACTION 

The  Special  Purchase  (SP)  transaction  has  been  designed  to  provide  an  alternative  commodity  purchase  for 
departments  and/or  commodities  not  subject  to  Department  of  Procurement  and  General  Services  (PGS)  802 
CMR  2.00.  The  SP  transaction  will  provide  second  level  commodity  purchase  information  which  will  be 
derived  from  the  Extended  Purchasing  System  (EPS).  If  the  commodity  being  purchased  is  not  from  EPS, 
departments  will  be  required  to  enter  a  miscellaneous  commodity  code  and  the  description  of  the  item  being 
bought. 

The  SP  transaction  will  not  go  to  PEND  status  and  will  not  generate  an  output  form  (Purchase  Order).  The 
Department  of  Procurement  and  General  Services  will  determine  which  departments  should  have  MMARS 
security  for  SP  processing.  The  SP  transaction  will  replace  the  old  PO  transaction  which  had  been  relied 
upon  by  the  departments  for  certain  commodity  purchases. 


PROGRAM  CODES 

The  Division  of  Purchased  Services  (SER)  has  implemented  a  policy  requiring  the  use  of  program  codes  on 
all  FY  92  Executive  Branch  service  contracts  in  object  codes  M01,  M02,  M03,  M04,  M05,  M06  and  M08. 
The  department  defined  program  codes  will  roll  up  to  defined  program  class  and  category  codes.  The 
program  class  codes  will  classify  the  structural  and  cost-related  aspects  of  the  Purchase  of  Service  system 
and  the  program  category  will  describe  the  age  of  the  population  being  served.  The  roll  up  capability  will 
support  new  MMARS  reports  which  will  display  consistent  program  information  on  client  services  provided 
by  multiple  departments  and  secretariats.  Contracts  in  object  codes  M01,  M02,  M03,  M04,  M05,  M06 
and  M08  that  do  not  have  program  codes  will  not  be  approved  and  will  be  returned  to  departments 
for  correction. 


ACCOUNTS  RECEIVABLE  SYSTEM 

During  FY  92  the  Comptroller's  Office  will  implement  an  Accounts  Receivable/Billing  System  component 
of  MMARS.  The  system  will  allow  departments  to  manage  their  accounts  receivable,  initiate  invoices, 
renewal  notices,  dunning  notices  and  collection  letters  in  accordance  with  the  recently  issued  Debt  Collection 
Policy  (MMARS  Memo  #  145). 

It  is  planned  that  pilot  departments  will  begin  a  phased-in  implementation  during  the  fall  of  1991. 
Department  training  will  be  offered  beginning  in  the  fall  1991  semester. 


SECTION  2:  FY  92  OPEN  FOR  BUSINESS 


On  May  3,  1991  most  reference  and  financial  tables  will  roll  into  FY  92.  Departments  should  review  their 
Chart  of  Accounts  (organization  codes)  and  optional  features  (expense  budgets,  program  codes,  sub- 
organization  codes,  etc.)  to  determine  if  the  current  structure  is  meeting  the  department's  needs. 
Departments  have  the  opportunity  to  modify  department  defined  tables  (ORGN,  SORG,  etc.)  or  request 
modification  to  tables  such  as  FDEP  after  the  tables  have  been  rolled.  On  May  10,  1991  dollar  amounts 
based  on  FY  92  House  1  will  be  loaded  as  provisional  obligation  ceilings.  On  Monday,  May  13,  1991, 
pending  House  1  Load,  FY  92  will  be  open  to  allow  departments  to  begin  to  pre-encumber  and  encumber. 
Some  key  issues  that  departments  should  review  prior  to  processing  pre-encumbrances  and  encumbrances 
are  discussed  below. 


NEW  AND/OR  CONSOLIDATED  DEPARTMENT  CHECKLIST 

It  is  anticipated  that  the  Legislature  may  create  new  departments  and/or  consolidate  existing  departments 
effective  July  1,  1991.  Departments  affected  by  such  legislation  should  contact  Frank  Crowley  (727-5000, 
ext.  266)  to  request  the  New  and/or  Consolidated  Department  Checklist,  which  has  been  designed  to 
facilitate  the  establishment  or  consolidation  process  by  listing  the  tasks  that  must  be  accomplished  by  the  new 
and/or  consolidated  departments  working  with  various  Control  Departments.  The  checklist  also  contains  a 
section  which  lists  the  various  internal  tasks  that  must  be  accomplished  to  update  and  change  MMARS, 
PMIS,  and  CAPS  financial  chart  of  account  information. 


DIMENSIONS  CONTROLLED  AND  DEFINED  BY  CONTROL  DEPARTMENTS 

Certain  tables  are  controlled  by  Office  of  the  Comptroller,  Budget  Bureau,  and  the  Department  of 
Procurement  and  General  Services.  These  tables  include  Reporting  Category,  ASTA,  Price  Agreement,  etc. 
They  will  be  updated  by  the  control  departments  and  rolled  from  FY  91  to  FY  92.  The  Budget  Bureau 
(FAD)  will  monitor  the  roll  of  the  FY  92  ASTA  tables  on  May  9,  1991,  and  will  subsequently  create  FY 
92  ASTA  records  as  needed.  These  ASTA  records  will  reflect  general  and  supplemental  appropriation 
language  that  creates  new  accounts  or  reappropriates  funds  for  FY  92  (Prior  Appropriation  Continued,  or 
PAC).       - 

In  reviewing  the  ASTA  tables  that  are  rolled,  departments  should  verify  that  the  information  relating  to 
appropriations  is  brought  forward  correctly.  For  continuing  accounts,  an  FY  92  ASTA  is  needed  to  allow 
balances  to  be  brought  forward.  The  balance  forward  program  is  planned  to  begin  in  early  July.  Watch 
MMARS  News  for  exact  dates.  The  MY  indicator  on  the  FY  ASTA  table  should  equal  "Y"  (to  indicate 
multi-year  appropriation)  or  "X"  (to  indicate  an  expiring  account  re-appropriated,  or  PAC'd)  to  ensure  the 
FY  91  balance  goes  forward  to  FY  92.  A  "P"  in  option  2  on  the  ASTA  table  would  indicate  partial  balance 
forward  only,  because  a  re-appropriation  is  limited  to  a  specific  maximum  amount  and  will  be  handled  on 
an  individual  basis  by  the  Accounting  Bureau  of  the  Office  of  the  Comptroller. 


APR1/APR2 

It  is  planned  that  FY  92  dollar  amounts  based  on  House  1  will  be  loaded  on  May  10,  1991  and  will  create 
provisional  obligation  ceilings  for  account  types  01  and  04.  For  account  types  02  and  03  the  obligation 
ceiling  remains  at  zero  until  the  balance  forward  program  begins.  Departments  should  review  the  amount 
loaded  and  contact  their  budget  analyst  if  they  believe  an  adjustment  is  needed. 


ALLOCATION  ACCOUNTS 

In  account  types  01  and  02,  the  AC  is  used  to  allocate  funds  from  an  appropriation  account  (parent)  to  an 
allocation  account  (child).  This  AC  transaction  creates  the  Obligation  Ceiling  and  may  create  an  Expenditure 
Ceiling,  if  the  allotment  indicator  is  M 1"  (one).  In  certain  cases  departments  may  have  to  request  an  allotment 
of  funds  after  they  receive  their  allocation,  typically  in  type  02  accounts. 

The  obligation  ceilings  for  federal  grant  allocation  accounts  (type  04)  are  established  from  information 
submitted  with  the  parent  account  spending  plan.  In  situations  where  the  allocation  account  is  without  an 
obligation  ceiling,  parent  departments  should  process  an  AC  for  estimated  receipts  immediately.  In  order 
for  the  allocation  account  to  expend  funds,  a  modifying  cash  receipt  should  be  done  by  the  parent  account. 


FEDERAL  GRANTS 

Departments  are  reminded  of  MMARS  Memo  #79  which  requires  departments  to  submit  proper 
documentation  to  the  Comptroller  for  all  continuing  federal  grants.  While  the  opening  of  FY  92  is,  in 
reality,  the  final  quarter  of  the  federal  fiscal  year,  departments  will  begin  receiving  federal  award  letters  in 
late  summer  and  early  fall.  Award  letters  for  federal  year  1992  should  be  forwarded  to  the  Office  of  the 
Comptroller  and  clearly  marked  with  the  department  name  and  appropriation.  Refer  to  MMARS  Memo  #79 
for  more  information. 


ORGANIZATION 

A  key  data  element  used  by  all  departments  is  the  organization  code.  FY  92  presents  an  opportunity  to 
review  the  codes  (as  shown  on  the  ORGN  table  in  MMARS)  and  introduce  new  ones  to  assist  management 
in  the  budgetary  and  fiscal  operations  of  their  departments.  Major  revision  of  organization  codes  can  reduce 
the  ability  to  compare  data  across  fiscal  years  if  organizations  are  eliminated.  However,  it  may  be 
appropriate  when  the  existing  structure  does  not  meet  management  needs.  Departments  may  enter  additions 
or  changes  directly  to  the  table.  Deletions  to  the  table  are  made  by  the  Office  of  the  Comptroller  upon 
receipt  of  a  completed  Table  Change  Request  Form  (Appendix  C). 

Since  organization  codes  are  a  required  component  of  the  document  ID,  it  is  critical  that  your  organization 
structure  be  defined  and  entered  on  MMARS  before  FY  92  encumbering  activity  occurs.  FY  91 
Organization  Codes  will  be  brought  forward  into  FY  92  with  the  Reference  Table  Roll  on  May  3,  1991. 


PROGRAM 

The  program  dimension  provides  the  ability  to  report  financial  data  mat  ties  major  functions  of  government. 
Because  programs  can  cross  departments,  these  codes  are  unique  statewide  and  defined  by  each  Secretariat. 
Modifications  of  existing  program  codes  in  FY  91  must  be  approved  by  the  Secretariat  and  forwarded  to  the 
Office  of  the  Comptroller  for  actual  table  updating.  FY  91  Program  Codes  will  be  brought  forward  into  FY 
92  with  the  Reference  Table  Roll.  The  deadline  for  submitting  FY  92  Program  Codes  is  Wednesday,  May 
1,  1991. 

Program  codes  will  be  required  on  all  FY  92  Executive  Branch  service  contracts  in  object  codes  M01,  M02, 
M03,  M04,  M05,  M06  and  M08.  These  program  codes  will  roll  up  into  program  class  and  category  codes 
as  defined  by  the  Division  of  Purchased  Services  (SER).  The  program  code  roll  up  will  enable  the  Division 
of  Purchased  Services  to  gamer  data  and  provide  reports  on  client  services  provided  by  multiple  departments 
and  secretariats. 


EXPENSE  BUDGETS 

Expense  budgets  are  used  by  management  to  track  and/or  control  financial  resources  within  the  department. 
Expense  budgets  can  be  established  for  the  following  attributes  or  any  combination  thereof:  organization 
code,  program  code  and  object  code.  Prior  to  processing  expense  budgets,  FDEP,  ORGN,  PROG,  and  the 
ASUP  tables  must  be  updated.  Expense  budgets  do  not  roll;  it  is  the  department's  responsibility  to  ensure 
that  they  are  done  on  time.  Expense  budgets  must  be  in  a  "DONE"  status  prior  to  anv  pre-encumbering  and 
encumbering.  Departments  that  used  Expense  Budgets  in  FY  91  should  review  all  applicable  tables;  FDEP, 
ORGN,  PROG  and  ASUP  to  verify  that  they  have  rolled  correctly  into  FY  92.  Changes  to  FDEP  and 
ASUP  tables  will  be  made  by  the  Office  of  the  Comptroller  upon  receipt  of  a  completed  Table  Change 
Request  Form  (Appendix  C).  Please  see  Section  6:  Payroll  Management  for  further  clarification  regarding 
the  relationship  between  Expense  Budgets,  Payroll  and  LDS. 


OTHER  DEPARTMENT-DEFINED  DIMENSIONS 

The  following  tables/attributes  are  defined  and/or  input  by  departments: 

o  Sub-organization  o  Project 

o  Sub-object  o  FDEP 

o  Sub-revenue  source  o  ORGN 

o  Client  o  ASUP 


If  any  of  these  attributes  will  be  used  in  FY  92,  their  values  must  be  input  BEFORE  the  codes  can  be  used 
on  pre-encumbering  and  encumbering  transactions.  Existing  data  in  FY  91  tables  will  be  brought  forward 
into  FY  92  when  the  table  roll  occurs  on  May  3,  1991.  Two  sets  of  reference  tables  will  exist  in  MMARS: 
one  for  FY  91  and  one  for  FY  92.  You  should  review  all  modifications  to  department  controlled  tables  to 
assure  that  the  department  defined  dimensions  are  input  on  the  FY  92  table.  Departments  enter  additions 
or  changes  directly  to  the  table.  Deletions  to  the  table  are  made  by  the  Office  of  the  Comptroller  upon 
receipt  of  a  completed  Table  Change  Request  Form  (Appendix  C). 


FDEP  CONTROLS  (FUND  DEPARTMENT  TABLE) 

The  purpose  of  the  Fund/Department  (FDEP)  Table  is  to  allow  CTR  to  set  appropriation  and  allotment 
control,  and  allow  for  expense  budget  options  for  department  appropriations.  Departments  can  require  that 
expense  budgets  be  used  for  one  or  more  Funds  used  by  them.  Departments  can  also  require  the  coding  of 
program  codes  even  if  full  expense  budgeting  is  not  implemented.  Consideration  should  be  given  to  whether 
use  of  this  feature  would  generate  meaningful  management  data  or  whether  the  work  exceeds  the  expected 
benefits.  Requiring  that  program  data  be  coded  means  that  every  pre-encumbrance,  encumbrance,  and 
expenditure  transaction,  including  payroll  charges,  must  include  a  valid  program  code  to  be  accepted  by  the 
system.  Requests  for  changes  to  FDEP  controls  for  FY  92  Expense  Budgets  should  be  submitted  on  Table 
Change  Request  Form  (Appendix  C)  by  mid-MAY,  prior  to  pre-encumbering  and  encumbering. 


PROCESSING  TRANSACTIONS  FOR  TWO  FISCAL  YEARS 

A  required  data  element  of  each  MMARS  transaction  is  budget  fiscal  year  as  well  as  accounting  period. 
This  data  is  derived  from  the  transaction  date.  Because  MMARS  is  capable  of  processing  two  fiscal  years 
at  once,  it  is  critical  mat  transactions  processed  during  transition  months  clearly  define  the  fiscal  year  to  be 
charged.  All  FY  92  encumbrances  processed  before  July  1,  1991  should  list  an  accounting  period  of  "01 
92"  and  a  budget  fiscal  year  of  92. 

The  document  identification  number  uniquely  identifies  each  transaction  entered  into  MMARS  regardless 
of  fiscal  year.  To  differentiate  between  two  fiscal  years,  the  first  digit  after  the  ORG  code  in  the  document 
ID  must  be  "2"  (two)  to  designate  FY  92  transaction  and  "1"  (one)  to  indicate  FY  91,  for  all  transactions. 


REPORTS 

Departments  should  remember  mat  Budget  Fiscal  Year  Reports  are  generated  and  distributed  through 
PHOBOS  for  both  Budget  Fiscal  Years  (BFY)  when  two  BFY's  are  open.  The  upper  right  hand  corner  of 
each  report  page  identifies  the  BFY  of  the  data  being  reported.  PHOBOS  packets  will  contain  BFY  91  data 
and  BFY  92  data  "back  to  back"  for  each  RPT  code.  Special  attention  should  be  given  to  bursting  and 
distribution  of  PHOBOS  packets  once  FY  92  is  open  for  encumbering.  Transactions  involved  with  the  FY 
91  Accounts  Payable  Period  will  affect  only  BFY  91  reports,  even  though  the  payment  has  been  entered 
during  FY  92  . 
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SECTION  3:  DOCUMENT  PROCESSING:  FROM  BEGINNING  TO  END 

THE  MMARS  DOCUMENT  APPROVAL  STEPS 

To  ensure  accurate  and  timely  processing  of  MMARS  transactions,  the  following  set  of  procedures  needs 
to  be  followed. 

(1)  Obtaining  proper  signature  authority  (filed  with  the  Office  of  the  Comptroller  each  fiscal  year); 

(2)  Completion  of  the  MMARS  transaction  form(s),  including  all  required  fields  and  the  three  signature 
lines;  no  rubber  stamp  signature. 

(3)  Attaching  proper,  original  backup  documentation  to  the  MMARS  form(s); 

(4)  Forwarding  the  original(s)  to  the  appropriate  control  departments  for  approvals; 

(5)  Managing  the  Suspense  (SUSF)  file  on  an  ongoing  basis  to  expedite  document  processing  and  focus 
attention  on  those  transactions  which  are  being  delayed;  and 

(6)  Filing  approved  documents  in  compliance  with  the  Records  Management  policy. 

PRESENTATION  OF  DOCUMENTS  FOR  APPROVAL 

The  completion  of  transaction  documentation  and  packaging  of  the  documentation  for  submission  to  a 
Control  Department  (CTR,  FAD,  PGS,  Secretariats,  etc.)  for  their  review  and  approval  is  one  key  element 
of  the  opening  process  where  departments  have  direct  control.  The  Office  of  the  Comptroller  recommends 
that  department  managers  review  the  supporting  documentation  requirements  for  transaction  approvals  and 
provide  their  fiscal  staff  with  clear  instructions  on  the  preparation  of  such  documents.  Complete 
documentation  will  allow  the  review  and  approval  process  to  be  conducted  in  a  timely  manner. 

Guidelines  for  the  transaction  documentation  requirements  can  be  found  in  the  MMARS  Procedures  Manual, 
Extended  Purchasing  System  Manual,  approval  authority  procedural  memos,  and  various  Commonwealth 
of  Massachusetts  Regulations  (CMRs). 

SIGNATURE  AUTHORIZATION 

The  Legislature  appropriates  funds  to  the  head  of  each  department.  The  department  head  is  personally 
charged  by  law  with  the  responsibility  for  the  use  of  these  funds  regardless  of  whether  (s)he  actually  signs 
the  encumbrance  or  expenditure  document.  The  Office  of  the  Comptroller's  Signature  Authorization  Policy 
provides  a  formal  delegation  procedure  to  assure  only  authorized  commitment  and  expenditure  of  funds 
(MMARS  Memo  #116). 

VENDOR  FILE  ADMINISTRATION 

Additions  and  changes  to  the  MMARS  Vendor  File  (VEND)  are  monitored  very  closely  by  the  Comptroller's 
vendor  file  administrators  during  the  PEND  5  review  of  the  Vendor  Update  (VU)  transaction.  Such  scrutiny 
ensures  minimizing  the  risk  of  issuing  payment  to  incorrect  or  inappropriate  vendors.  Key  to  the  PEND  5 
review  is  the  verification  of  the  authorized  signature  appearing  on  the  VU  document  as  well  as  other 
supporting  documentation. 


STATE  EMPLOYEES  &  THE  VENDOR  fVEND)  FILE 

The  deletion  of  State  employees  from  the  MMARS  Vendor  file  (VEND)  took  place  on  December  6,  1990. 
A  total  of  5401  records  were  deleted.  This  action  was  undertaken  to  ensure  compliance  with  Massachusetts 
General  Law  Ch.268A,  commonly  known  as  the  Conflict  of  Interest  Law. 

Generally,  State  employees  are  prohibited  from  holding  more  than  one  paid  position  or  contracting  with  a 
State  department.  Section  7  of  Ch.268A  cites  specific  exemptions  to  mat  law.  Please  refer  to  MMARS 
memo  #132A  (dated,  November  2,  1990)  for  further  information  on  mis  subject. 

State  employees  can  be  reimbursed  for  travel  and  other  expenses  paid  using  a  PV  or  an  EA  document  by 
referencing  the  EMPL  (Employee)  table.  The  department  should  put  a  "  Y"  in  the  EMPLOYEE  FLAG  field 
of  the  PV  or  EA  document  screens.  For  more  information  regarding  this  matter,  see  MMARS  Memo  #132 
(dated,  May  16th,  1990). 


MISCELLANEOUS  VENDOR  CODES 

As  a  result  of  a  lengthy  and  in  depth  post-audit  of  the  uses  of  miscellaneous  vendor  codes  and  program 
vendor  codes,  the  Office  of  the  Comptroller  has  deactivated  and  is  restricting  the  use  of  a  number  of 
miscellaneous  vendor  codes.  The  Pre-Audit/Payment  Unit  will  continue  to  increase  its  efforts  in  the  areas 
of  pre-audit  and  post-audit  of  these  types  of  vendor  codes  in  FY  92  to  ensure  compliance  with  existing 
policies  and  procedures.  Particular  attention  will  be  focused  in  FY  92  on  the  issuance  of  Form  1099s  when 
using  a  miscellaneous  vendor  code.  Please  refer  to  MMARS  Memo  #142  (dated,  January  15,  1991). 


RECORDS  MANAGEMENT 

The  record  copy  of  documents  prepared  and  held  by  the  department  on  and  after  July  1,  1991  should  be 
maintained  in  the  FY  92  files.  This  includes  any  accounts  payable  payments  processed  in  FY  91,  as  well 
as  other  FY  92  documents.  It  is  suggested  that  department  personnel  review  their  records  management 
procedures  and  file  structures  before  July  1, 1991  in  order  to  make  changes  that  may  be  necessary  to  comply 
with  the  requirements  of  the  program  sponsored  by  this  office.  Please  refer  to  MMARS  Memos  #63  and 
#72  for  more  information. 

The  responsibility  for  maintaining  complete  and  accurate  files  of  fiscal  documents  is  a  shared  responsibility 
between  this  office  and  departments. 


MMARS  LIAISONS:  YOUR  KEY  TO  KEEPING  CURRENT  ON  MMARS  EVENTS 

It  is  crucial  that  each  department  head  notifies  the  Office  of  the  Comptroller  of  any  changes  in  the 
department's  MMARS  Liaison.  All  MMARS  communications  are  mailed  to  each  department's  MMARS 
liaison.  If  the  Comptroller's  mailing  list  is  not  updated,  the  department's  MMARS  Memos  (including  the 
updates  to  FY  91  Closing  and  FY  92  Opening  Instructions)  may  take  longer  to  reach  the  appropriate 
individuals.  This  can  mean  missing  major  cutoff  dates  or  losing  out  on  important  training  sessions.  An 
updated  form  has  been  included  in  Appendix  E  for  your  convenience. 


10 


SECTION  4:  REVENUE 

RETAINED  REVENUE  ACCOUNTS 

Certain  departments  have  legislative  authority  to  spend  specific  kinds  of  receipts.  These  departments  should 
review  the  Estimated  Receipt  and  Receipt  Ceiling  amounts  loaded  and  contact  their  Budget  Bureau  analyst 
if  they  believe  an  adjustment  is  needed. 

If  the  ASTA  record  has  a  Receipt  Option  equal  to  "Y",  then  the  APR1  screen  should  show  an  amount 
greater  than  zero  in  the  Receipt  Ceiling  (and  possibly  in  the  in  the  Receipt  Floor  field,  as  well).  If  both 
floor  and  ceiling  amounts  are  zero,  revenues  deposited  will  not  update  the  account.  Ceilings  will  be 
established  when  the  General  Appropriation  Act  has  been  passed. 

If  your  department  has  further  questions  regarding  retained  revenue  accounts,  please  contact  the  Accounting 
Bureau  of  the  Office  of  the  Comptroller,  before  a  deposit  is  made  to  one  of  these  accounts. 


OTHER  REVENUE 

Cash  deposits  received  by  the  State  Treasurer  on  or  after  July  t,  1991  will  be  credited  to  fiscal  year  1992. 
During  the  opening  of  a  new  fiscal  year,  departments  are  processing  activity  to  both  close  the  prior  fiscal 
year  (accounts  receivable)  and  open  the  new  fiscal  year.  Departments  should  pay  close  attention  to  the 
coding  of  transactions  and  the  MMARS  posting  of  transactions  to  ensure  the  proper  fiscal  year  is  credited. 
This  is  of  particular  concern  in  the  area  of  revenue.  After  July  1,  1991,  departments  should  carefully 
monitor  the  posting  of  revenue  (the  CR)  and  the  Treasury  posting  of  cash  (the  TR).  CRs  and  matching  TRs 
should  post  to  the  same  fiscal  year.  Report  466C  is  helpful  for  this  purpose. 


NEW  ACCOUNTS  RECEIVABLE  SYSTEM 

The  addition  of  the  new  Accounts  Receivable  System,  scheduled  for  phased-in  implementation  beginning  in 
the  fall  of  1991,  will  add  another  dimension  to  the  capacity  of  departments  for  managing  revenue  activity. 
To  accompany  this,  the  Office  of  the  Comptroller  will  be  issuing  an  Accounts  Receivable  Policy  to 
departments  during  the  summer  of  1991.  This  will  compliment  the  Debt  Collection  Policy  and  add  another 
element  to  the  improvement  of  fiscal  management  for  Commonwealth  departments. 
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SECTION  5:  ENCUMBRANCE  MANAGEMENT 


This  section  addresses  encumbrance  processing  in  FY  92.  Highlighted  are  procedures  that  differ  from  or 
enhance  the  routine  processing  of  encumbrance  transactions.  The  MMARS  Procedures  Manual  should  be 
consulted  for  routine  questions  that  are  not  addressed  by  these  Opening  Instructions. 

FY  92  encumbering  activities  will  be  available  prior  to  the  start  of  the  fiscal  year.  This  will  provide  ample 
time  to  data  enter  and  process  Service  Contracts  and  Lease  Orders.  It  is  planned  that  FY  92  provisional 
obligation  ceilings  based  on  House  1  will  be  loaded  into  MMARS  on  May  10,  using  an  "HAH  transaction. 
AH  department  staff  and  vendors  involved  in  this  process  must  be  made  aware  that  these  are  not  valid 
encumbrances  until  an  appropriation  bill,  passed  by  the  Legislature  and  signed  by  the  Governor,  is 
available  to  support  them.  Departments  are  responsible  for  ensuring  that  pre-encumbrances  and 
encumbrances  against  the  provisional  obligation  ceilings  based  on  House  1  do  not  in  aggregate  exceed 
amounts  which  they  reasonably  anticipate  to  receive  in  the  actual  FY  92  General  Appropriation  Act  (GAA). 
Departments  must  make  the  appropriate  corrections  to  encumbrances  in  July,  if  1.  the  final  appropriation 
account  number  is  a  different  appropriation  account  number  or  if  2.  the  appropriated  dollars  are  less  than 
that  defined  in  House  1  and  the  amount  of  encumbrance  exceeds  the  appropriation.  Departments  are 
responsible  for  making  corrections  in  a  timely  manner. 

Departments  may  start  processing  pre-encumbrances  and  encumbrances  on  Monday,  May  13,  1991,  pending 
the  loading  of  House  1  (DR,  DS,  RX,  SR,  SC,  LO).  Other  encumbering  transactions  may  also  be  entered, 
however,  they  will  appear  as  rejected  documents  on  the  suspense  file  until  the  General  Appropriation  Act 
is  passed.  PD  and  PG  documents  that  are  needed  for  food  and  medicine  will  require  special  attention  if  they 
are  entered  prior  to  the  loading  of  the  General  Appropriation  Act,  and  should  be  forwarded  to  the 
Department  of  Procurement  and  General  Services  (DPGS)  for  approval,  attention:  David  M.  Thomas, 
Deputy  State  Purchasing  Agent.  It  is  critical  mat  the  budget  fiscal  year  be  clearly  marked  on  all  documents. 


PURCHASE  OF  SERVICE 

The  Division  of  Purchased  Services  (SER)  has  implemented  a  policy  requiring  the  use  of  program  codes  on 
all  FY  92  Executive  Branch  service  contracts  in  object  codes  M01,  M02,  M03,  M04,  M05,  M06,  and  M08. 
Contracts  without  program  codes  will  not  be  approved,  they  will  be  returned  to  the  department  for 
correction. 


ENCUMBERING  IN  RETAINED  REVENUE  ACCOUNTS 

The  Budget  Bureau  and  the  Office  of  the  Comptroller  have  developed  the  following  procedures  for 
encumbering  in  retained  revenue  accounts  (type  01)  when  the  amount  to  be  encumbered  exceeds  the  amount 
of  revenue  collected  to  date. 

Departments  must  work  with  the  Budget  Bureau  to  arrive  at  the  amount  of  revenue  that  an  account  can 
reasonably  be  expected  to  receive  during  the  fiscal  year.  The  Budget  Bureau  will  process  an  AA  transaction 
for  Estimated  Receipts  which  will  post  to  the  account's  APR  1  screen.  The  amount  of  Estimated  Receipts 
will  not  update  the  Obligation  Ceiling  Amount  on  APR2  but  will  be  used  as  a  guide  by  the  Office  of  the 
Comptroller  in  approving  an  encumbrance  when  the  Uncommitted  Balance  is  less  than  the  amount  to  be 
encumbered.   It  should  be  stressed  that  the  MMARS  logic  for  calculating  Obligation  Ceiling  Amount  in 
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federal  grants  (type  04)  does  not  apply  to  account  type  01.  Therefore,  when  an  Estimated  Receipt  amount 
is  posted  to  a  retained  revenue  account,  the  decision  by  the  Office  of  the  Comptroller  to  accept  an 
encumbrance  will  be  based  upon  the  following  formula: 

Estimated  Receipts 

(plus)  Spending  Plan  Amount 

(less)  Obligations: 

Payroll  Hold  Amount 
Pre-encumbered  Amount 
Encumbered  Amount 
Expended  Amount 

(equals)  Amount  available  to  be  committed 

The  amount  available  to  be  committed  (above)  will  be  calculated  by  the  Office  of  the  Comptroller  which  will 
honor  encumbrances  equal  to  or  less  than  mat  amount. 

Encumbrances  in  Retained  Revenue  accounts  that  exceed  the  amount  of  revenue  collected  to  date  should  be 
forwarded  with  a  letter  requesting  an  override  to  the  Procurement  Unit  after  estimated  receipts  have  been 
updated  by  the  Budget  Bureau. 


SHELL  CREATION  OF  CONTRACTS  AND  LEASES  FOR  FY  92 

To  facilitate  the  processing  of  FY  92  contract  and  lease  transactions  and  to  minimize  the  data  entry  load, 
MMARS  will  create  contract  or  lease  shells.  SR,  SC  and  LO  shells  will  reside  in  the  suspense  file  as  FY 
92  rejected  documents.  Departments  are  required  to  add  or  change  the  appropriate  information  in  order  to 
place  documents  in  a  PEND  5  status. 

NOTE:  The  document  ID  of  the  shell  will  contain  a  "2"   (two)  as  the  first  digit  of  the  sequence 

number.  Departments  entering  new  documents  must  begin  the  document  ID  number  with 
a  "2"  in  FY  92.  For  example:  SC  OSC  1000  2000200. 

SR  shells  will  be  created  for  vendor-specific  service  contracts  with  an  end  date  equal  to  June  30,  1991  for 
those  object  codes  that  require  an  SR  pre-encumbrance.  This  includes  most  object  codes  in  the  CC,  HH, 
JJ,  and  MM  subsidiaries  as  well  as  object  codes  N01-N14  and  N98.  These  SR  shells  will  be  created  only 
for  those  departments  required  by  law  to  pre-encumber.  In  order  for  the  SR  to  achieve  a  DONE  status, 
departments  will  have  to  enter  the  missing  data. 

Vendor-specific  Service  Contracts  (SC)  with  object  codes  not  requiring  pre-encumbrances  will  create  FY 
92  SC  shells.  Service  contracts  with  an  end  date  beyond  June  30,  1991  mat  have  not  been  set  up  with 
multiple  lines  representing  multiple  fiscal  years,  will  also  result  in  FY  92  SC  shells.  Shells  for 
OPENORDER  SCs  will  not  be  created. 

Lease  orders  with  dates  of  service  ending  June  30,  1991  will  create  FY  92  LO  shells.  Data  Processing 
leases  that  reference  DRs  will  not  create  FY  92  LO  shells,  unless  they  are  part  of  the  Tax  Exempt  Lease 
Purchase  (TELP)  program  and  the  first  3  digits  of  the  FY  91  documents  are  1TE  (one  TE).    As  stated 
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previously,  the  document  ID  of  the  shell  will  contain  a  "2"  as  the  first  digit  of  the  sequence  number.  Most 
fields  will  be  brought  forward  from  the  FY  91  transaction  with  the  exception  of  the  ready  payment  fields 
in  the  SRs  and  SCs  and  the  recurring  payment  fields  in  the  LOs.  Departments  will  need  to  enter  data  into 
the  following  fields  on  the  SR  or  SC  shells:  document  total,  annualization,  ready  payment  information,  units, 
rate,  line  amount,  and  outyear  obligation,  if  applicable.  Departments  will  need  to  enter  the  following  fields 
into  the  LO  shell:  document  total,  name  of  city  /town,  line  amount,  years,  out-year  obligation  and  recurring 
payment  information  if  applicable.  The  SC  ready  payment  number  and  the  LO  recurring  payment  voucher 
number  (8  digit  number),  must  be  a  different  number  each  fiscal  year. 

All  required  data  must  be  completed  by  the  department  in  order  to  get  the  SC  or  LO  to  Pend  5  status.  In 
order  to  get  approval,  the  original  signed  contract  and  the  Service  Request  approval  form  670A  or  675A, 
(with  all  required  signatures)  should  be  forwarded  to  the  Procurement  Unit  of  the  Office  of  the  Comptroller. 
For  departments  exempt  from  pre-encumbering,  an  original  approved  SC  input  form  should  be  submitted 
with  the  original  signed  contract.  PEND  5  approval  will  NOT  be  given  on  an  LO  or  an  SC  until  a  fully 
executed  original  contract  and  the  appropriate  supporting  documentation  is  received  by  the  Office  of  the 
Comptroller  (see  MMARS  Memo  #76,  #116  as  well  as  the  MMARS  Procedures  Manual  section  5.3.9). 


CONTRACT  SUBMISSION 

Contractors  to  be  paid  through  the  PMIS  or  CAPS  payroll  system  must  have  approved  SCs  in  MMARS 
BEFORE  their  new  contract  numbers  are  entered  on  PMIS  or  CAPS  in  order  to  be  paid.  Therefore,  it  is 
essential  that  priority  be  given  to  those  contracts  mat  affect  payroll.  These  contracts,  as  well  as  Ready 
Payment  contracts  must  be  at  the  Office  of  the  Comptroller  by  June  30,  1991.  The  Comptroller's  goal  is 
to  approve  contracts  within  five  (5)  days  of  receiving  complete  documents,  however,  the  volume  of  activity 
in  June  may  prevent  us  from  achieving  this  goal.  Early  submission  of  contracts  will  assure  that  the  required 
approvals  are  rendered  in  a  timely  manner.  PMIS  contractor  payroll  and  ready  payment  contracts  will  be 
given  priority. 

Departments  entering  into  contracts  for  legal  services  must  have  the  initial  encumbrance  (SC)  and  any 
amendments  (SM)  which  increase  the  maximum  obligation  signed  by  the  Attorney  General's  Office  (AGO). 
Contracts  submitted  without  this  authorization  will  be  returned  to  the  department. 

The  Contractor  Review  form  will  no  longer  be  used.  It  will  be  replaced  with  a  certification  statement  on 
the  Service  Request  Authorization  Output  (SR),  RPT  670A. 

TRANSMITTAL  FORM 

In  an  effort  to  reduce  paper,  a  new,  generic  contract  transmittal  form  (Appendix  E)  will  be  used  in  FY  92. 
Departments  are  not  required  to  use  this  form  but  it  does  facilitate  transaction  processing.  When  using  the 
form,  please  complete  the  necessary  fields,  for  example:  subsidiary,  whether  the  packet  is  a  PMIS,  CAPS 
or  Ready  Payment  packet,  or  other  contracts  or  leases.  Do  not  combine  contracts  from  different  categories 
in  the  same  packet.  Fill  in  the  Batch  ID  numbers,  when  applicable.  If  the  transmittal  form  is  not  used, 
contracts  MUST  BE  CLEARLY  MARKED  to  indicate  whether  they  are  PMIS,  CAPS,  or  Ready  Payment. 
Again,  if  batch  processing  is  used,  be  sure  to  provide  the  Batch  ID  numbers. 

All  contracts  (SCs)  and  all  lease  orders  (LOs)  submitted  during  May  and  June  must  be  stamped  FY  91  or 
FY  92. 
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CREATION  OF  FY  92  CONTRACTS  &  LEASES  FOR  MULTI/CROSS  FISCAL  YEARS 

Some  contracts  and  leases  involve  contractual  arrangements  mat  span  multiple  fiscal  years  or  that  cross  fiscal 
years.  MMARS  allows  the  recording  of  the  full  obligation  of  these  contracts  and  leases  while  encumbering 
monies  for  the  current  year  only.  Each  vendor-specific  service  contract  and  lease  should  be  completed  so 
that  each  fiscal  year  commitment  is  recorded  on  a  separate  line.  Such  separation  facilitates  accurate  financial 
reporting  and  increases  the  extent  of  contract  roll  activity  that  can  be  automated  at  year  end.  OPENORDER 
and  Ready  Payment  contracts  are  not  eligible  for  this  program.  LOs  with  recurring  payments  are  eligible 
for  the  Multi/Cross  fiscal  year  program;  however,  they  will  reject.  The  Procurement  Unit  of  the  Office  of 
the  Comptroller  will  work  with  departments  to  make  the  necessary  corrections  to  these  LOs. 

An  example  of  a  basic  multi-year  contract  is  presented  below.  This  scenario  may  vary  for  multi-service  or 
partially  third  party  financed  contracts. 

Line  01 :  (Represents  current  fiscal  year  obligation) .  Record  data  for  FY  92  activity, 

list  the  dates  of  service  (07  01  91  -  06  30  92)  for  full  year  contracts),  units 
to  be  purchased,  rate  per  unit,  and  line  amount  (the  amount  to  be 
encumbered  in  FY  92),  the  outyear  obligation  must  be  equal  to  zero. 

Line  02:  (Represents  1  [one]  future  fiscal  year  obligation).  Record  data  for  FY  93 

activity,  estimating  the  costs  of  year  2  if  these  are  not  known  exactly.  list 
the  dates  of  service  (07  01  92  -  06  30  93)  for  full  year  contracts,  units 
equal  to  zero,  actual  rate  per  unit,  actual  outyear  obligation  (the  amount 
expected  to  be  encumbered  in  FY  93),  and  a  line  amount  of  zero. 

This  format  should  be  continued  until  all  future  year  obligations  are  entered.  The  line  amount  of  the  current 
fiscal  year  plus  actual  outyear  obligations  must  equal  the  maximum  obligation  stated  in  the  contract.  All 
Multi/Cross  fiscal  year  leases  must  be  formatted  in  this  manner. 

Documents  which  are  set  up  according  to  these  specifications  are  eligible  for  the  SC  and  LO  outyear 
program.  When  the  SC  outyear  program  is  run  in  mid-June,  the  program  will  move  the  outyear  obligation 
to  the  line  amount,  divide  the  rate  into  the  line  amount  to  determine  the  number  of  units  purchased,  and 
bring  forward  any  future  fiscal  year  lines.  Multi/Cross  fiscal  year  contacts  and  leases  will  be  loaded  on 
MMARS  as  approved  SCs  and  LOs.  It  is  possible  that  some  SCs  and  LOs  will  reject  if  the  appropriation 
does  not  have  enough  money  to  support  all  SCs  and  LOs,  or  if  the  appropriation  number  changes,  etc.  If 
this  happens,  departments  should  notify  the  Procurement  Unit  of  the  Office  of  the  Comptroller  to  work 
together  to  correct  these  contracts. 


LEASE  ORDERS 

To  facilitate  the  processing  of  FY  92  lease  orders  (LOs),  the  LO  must  be  submitted  to  the  Procurement  Unit 
with  the  appropriate  supporting  documentation  before  PEND  5  approval  can  be  applied  and  payments 
allowed.  Departments  are  required  to  set  up  their  FY  92  mulu/cross  fiscal  year  LOs  for  multiple  years  to 
reflect  the  actual  terms  of  the  lease.  This  should  allow  the  "system"  to  compile  data  for  automated  GAAP 
lease  reporting  in  FT  92  and  enable  departments  to  participate  in  the  roll  of  approved  LO's  in  FY  93.  Space 
leases  set  up  for  recurring  payments  should  have  a  PV  start  date  of  August  1,  1991,  a  PV  end  date  of  July 
2,  1992  and  a  frequency  of  "M"  (for  monthly). 
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LEASE  TYPES 

MMARS  lease  type  codes  are  relied  upon  in  the  preparation  of  the  Commonwealth's  financial  statements. 
They  distinguish  between  space  and  equipment  leases,  and  identify  capital  leases.  The  codes  are  found  on 
the  lease  type  table  (LTYP)  which  has  been  updated.  The  descriptions  are  clearer  and  a  new  code,  U  - 
capital  lease,  motor  vehicles  of  all  types,  has  been  added. 


SPACE  LEASES 

To  ensure  the  timely  processing  of  your  space  leases  please  complete  the  CITY/TOWN  (the  city  or  town 
in  which  the  property  is  leased)  field  on  the  LO  input  form  and  attach  a  copy  of  DCP's  forms  3  and  4.  In 
FY  92  the  object  codes  for  space  leases  are  G01  or  G02.  All  space  leases  are  considered  operating  leases 
and  the  only  valid  lease  types  are  A,  B,  C,  and  D.  Please  note:  rentals  of  modular  units  are  considered 
equipment  leases  and  not  space  leases. 


EQUIPMENT  LEASES 

Equipment  leases  that  are  not  part  of  the  TELP  program  may  be  either  operating  or  capital  leases.  The 
correct  classification  generally  depends  on  whether  the  Commonwealth  will  own  or  can  buy  the  leased  asset 
at  a  bargain  price  at  the  end  of  the  lease.  The  classification  criteria  are  fully  discussed  in  the  FY  91  GAAP 
Instructions.  Valid  lease  type  codes  for  operating  leases  of  equipment  are  H,  I,  J,  K,  or  L,  depending  on 
the  type  of  equipment.   Capital  leases  are  types  R,  S,  T,  or  U. 

TAX  EXEMPT  LEASE-PURCHASE  (TELP)  LEASE  ORDERS 

TELP  lease  orders  mat  started  in  previous  fiscal  years  and  continue  beyond  6/30/91  will  be  part  of 
multi/cross  fiscal  year  roll  from  FY  91  to  FY  92.  To  establish  the  FY  92  Payment  Voucher  (PV)  number 
on  rolled  and  new  TELPs,  departments  are  required  to  utilize  the  four  digit  organization  code,  the  letter 
designated  below  for  each  respective  TELP  vendor,  followed  by  the  three  digit  acceptance  certificate  number 
assigned  by  the  Office  of  Management  Information  Systems  (MIS): 

VENDOR  VENDOR  CODE     LETTER 


BOT  Funding  Corp.  Agency  042535271  0001  B 

Gelco  Municipal  Services  "GE  Fleet"  410793360  0002  G 

CITICORP  North  America  Inc.  132938684  001 1  C 

Chrysler  Capital  Public  Finance  Corp.  222574060  0001  H 

For  example:  if  the  PV  number  in  FY  91  for  BOT  Funding  Corp.  Agency  was  1000D140,  the  number  would 
be  1000B140  in  FY  92.  The  PV  start  date  for  all  new  or  continuing  TELP  LOs  should  be  October  1,  1991 
and  the  PV  end  date,  July  2,  1992.  Refer  to  the  MMARS  Procedures  Manual  for  specific  information 
regarding  recurring  payments  and  also  to  the  section  on  Lease  Types  and  the  Lease  Type  screen  for  the 
correct  lease  type.  Please  note:   TELP  leases  are  capital  leases  and  therefore,  should  have  lease  types  of 
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R,  S,  T  or  U.  Recurring  payment  fields  in  the  header  and  lines,  including  out  year  lines  must  be  completed. 
The  frequency  field  for  TELP  is  "Q"  for  "quarterly" .  Failure  to  complete  all  recurring  payment  fields  will 
stop  the  issuance  of  an  automatic  recurring  payment. 


ENCUMBRANCES  WITH  OPENORDER  VENDOR  CODES 

Most  contractual  arrangements  involve  vendor-specific  maximum  obligation  agreements.  However,  at  times, 
multiple  payments  to  many  individuals  are  necessary.  In  such  instances,  the  Office  of  the  Comptroller  may 
approve  the  use  of  an  OPENORDER  vendor  code  to  support  multiple  contractors.  A  request  for 
OPENORDER  vendor  codes  must  be  approved  by  the  Office  of  the  Comptroller.  Each  OPENORDER 
vendor  code  must  be  accompanied  by  a  request  that  specifies  why  a  vendor-specific  vendor  code  is 
inappropriate.  The  request  form  (Appendix  G)  should  explain  the  reasons  for  the  request,  estimate  the 
number  of  contractors  supported  by  the  OPENORDER  vendor  code  and  specifically  identify  the  service  these 
vendors  are  providing  to  the  department.  Every  contractor  that  is  paid  from  an  OPENORDER  encumbrance 
must  sign  a  contract,  which  should  be  filed  at  the  department  or  in  the  case  of  object  code  M03  with  the 
Office  of  the  Comptroller. 

A  review  of  expenditures  against  OPENORDER  SCs  for  FY  90  and  FY  91  indicated  many  situations  where 
a  vendor-specific  contract  would  have  been  more  appropriate  (for  example:  payments  were  routine  and 
predictable).  More  stringent  control  will  be  exercised  in  FY  92  with  the  initial  OPENORDER  reviews  as 
well  as  subsequent  amendments.  Only  SCs  which  meet  the  criteria  for  openorders  will  be  approved  this 
year.  All  others  will  be  returned  to  departments  to  be  encumbered  as  vendor-specific  SCs. 

In  some  cases  contracts  will  be  executed  without  a  maximum  obligation.  These  should  be  encumbered  with 
vendor-specific  vendor  codes.  These  contracts  or  rate  agreements  are  appropriate  when  a  rate  has  been 
established,  but  the  exact  number  of  hours,  pickups,  etc.  cannot  explicitly  be  determined.  Departments 
should  estimate  the  number  of  units  (for  example:  hours)  when  encumbering.  Service  modifications  to 
increase  or  decrease  these  encumbrances  can  be  submitted  to  CTR  without  amendments  in  order  to  give 
departments  more  leeway  in  responding  to  established  estimates.  All  modifications  must  be  marked  "rate 
agreement"  to  facilitate  the  approval  process.  Departments  should  utilize  the  appropriate  contract  form  for 
the  object  code  being  used.  To  determine  the  appropriate  contract  forms,  see  the  Expenditure  Classification 
Handbook,  March  1991. 


CAPITAL  CONSTRUCTION  CONTRACT  -  CC  TRANSACTION 

The  CC  and  CM  transactions  were  introduced  in  FY  91  for  use  in  encumbering  capital  construction  funds 
in  account  type  02  (bond  funds).  The  CC  is  used  for  original  data  entry  of  multi-year  encumbrance 
transactions.  Multi-year  CCs  that  were  entered  in  FY  91  will  be  brought  forward  as  approved  CCs  wilh 
the  same  document  ID  into  FY  92. 

Departments  with  contracts  subject  to  801  CMR  20.00  are  required  to  process  an  SR,  regardless  of  the 
account  type.  SCs  in  object  codes  N01-N14  will  participate  in  the  shell  program.  Departments  should  use 
these  shells  to  encumber  funds  in  FY  92  if  they  are  subject  to  801  CMR  20.00. 

Watch  for  MMARS  Memos  for  additional  information  on  the  CC  transaction  and  it's  roll. 
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REGULATION  CHANGES 


801  CMR  20.00  Service  Contract  Regulations  (replaces  Administrative 

Bulletin     88-1,      88-2,      90-3     and     90-7). 

808  CMR  1.00  Prices  for  Social  Service  Programs  (Purchase  of  Services) 

808  CMR  2.00  Procedures  for  Procurement  of  Social  Services  (replaces 

801  CMR  25.00) 

815  CMR  2.00  State  Grants  and  Federal  Subgrants  to  local  Governmental 

Entities  (updates  previous  815  CMR  2.00) 

815  CMR  6.00  Intragovernmental  Transactions  and  Services  Including 

Interdepartmental  Service  Agreements,  Federal  Subgrants, 
Chargebacks,  and  Other  Charges  (updates  former  815 
CMR  6.00). 
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SECTION  6:  PAYROLL  MANAGEMENT 


PAYROLL  BUDGETING 


FY  92  has  365  days,  therefore,  a  department's  FY  92  budget  should  cover  365  days  of  payroll  expenditures. 
The  accounting  for  these  payroll  expenditures  will  update  MMARS  properly  (FY  91  and  FY  92)  by 
automatically  pro-rating  the  final  payroll  cycle  (the  one  that  crosses  fiscal  years)  into  the  protions  relevant 
to  each  year.   Consult  the  FY  91  Closing  Book  for  more  details. 


PMIS  ACCOUNT  REGISTRATION 

Departments  should  work  closely  with  their  budget  analyst  to  ensure  any  new  payroll  accounts  are 
established  on  MMARS  reference  files.  Forms  1  and  2  must  also  be  submitted  to  register  new  accounts  on 
MMARS  and  PMIS.  Departments  can  obtain  copies  of  the  account  registration  forms  from  the  Payroll  Unit 
of  the  Office  of  the  Comptroller. 


ACCOUNT  DELETION.  ADDITION.  OR  CONSOLIDATION 

Some  departments  may  be  affected  by  an  account  deletion,  addition  or  consolidation  as  part  of  the  FY  92 
General  Appropriation  Act  (GAA).  These  departments  must  ensure  the  accuracy  and  comprehensiveness 
of  all  expenditure  tracking  during  the  transition  period. 

Special  attention  should  be  given  to  changes  made  in  the  assignment  of  positions  to  new  appropriation 
accounts  as  part  of  the  General  Appropriation  Act.  Positions  will  reflect  the  old  accounts  until  schedules 
are  approved  and  changed  by  the  Department  of  Personnel  Administration  (DP A)  for  PMIS  payroll  or  until 
the  employee  is  transferred  to  a  new  appropriation  account  by  departments  for  CAPS  payroll.  Until  these 
actions  are  taken,  old  accounts  will  be  charged  with  the  payroll  expenditures.  It  will  be  the  department's 
responsibility  to  track  each  account  and  their  respective  payroll  charges.  Departments  which  have  been 
advised  that  different  appropriation  accounts  will  be  used  in  FY  92  should  plan  to  maintain  records  or  a 
tracking  system  which  will  match  position  charges  with  appropriation  accounts. 

For  PMIS  departments  whose  payroll  appropriations)  have  changed,  it  will  be  necessary  to  take  corrective 
action  to  insure  that  the  proper  appropriation  accounts  are  charged  in  FY  92  pending  DPA  update  of  the 
position  file.  Therefore,  affected  departments  must  prepare,  enter  and  submit  weekly  Expenditure  Correction 
forms  (EX)  to  the  Accounting  Bureau  of  the  Office  of  the  Comptroller.  This  will  permit  payroll  expenses 
to  be  transferred  from  the  old  accounts  to  the  new  accounts. 

EXs  involving  salary  expenses  will  not  be  approved  unless  there  is  evidence  that  the  account  receiving  the 
expense  is  authorized  in  GAA  to  accept  payroll  charges. 

The  Office  of  the  Comptroller  will  completely  support  any  department  affected  in  this  manner  and  will  be 
sponsoring  meetings  with  any  affected  departments. 
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Payroll  Rejects  (PR  Transaction')  on  PMIS  and  CAPS-Pavroll  Rejects  (PRs)  are  a  system  generated  payroll 
transaction.  PRs  are  created  after  the  processing  of  either  the  PMIS  or  CAPS  employee  payroll. 
Departments  should  monitor  the  suspense  file  to  identify  and  correct  all  PRs  on  a  weekly  basis  (PMIS)  or 
monthly  basis  (CAPS).  Departments  should  also  note  mat  PRs  will  post  to  the  department's  default  account 
rather  than  to  the  appropriation  to  which  it  should  have  been  charged.  This  in  turn  will  understate  a 
department's  payroll  expenditures  on  MMARS  reports  and  the  APR2  table.  The  following  examples  are 
some  of  the  more  common  reasons  a  payroll  transaction  would  create  a  PR: 

1)  A  position  is  tied  to  an  appropriation  which  no  longer  exists  in  MMARS  due  to  the  General 
Appropriation  Act. 

2)  There  are  inadequate  funds  in  the  Expense  Budget  for  the  payroll  appropriation. 

3)  The  department  has  not  established  an  expense  budget  for  the  payroll  appropriation/subsidiary  and 
payroll  org. 

4)  Departments  choosing  to  utilize  expense  budgets  at  full  control  (full  control  is  achieved  via 
FDEP  coding  or  a  Y  in  the  spending  indicator  on  the  EB  transactions)  must  ensure  adequate 
funds  are  in  the  expense  budget. 

5)  If  a  department  uses  expense  budgets  and  LDS,  LDS  must  be  updated  for  each  employee 
to  correlate  with  the  appropriate  expense  budget.  LDS  must  be  updated  for  new  employees 
as  soon  as  they  are  put  on  the  payroll. 

6)  Retro  pay  does  not  go  through  LDS,  therefore,  if  an  expense  budget  does  not  exist  for  the 
main  payroll  org,  a  PR  will  be  created. 


Payroll  Default  Accounts  -  For  FY  92  payrolls,  each  department  will  have  a  new  "Payroll  Default  Account. " 
Expenditures  will  appear  in  these  accounts  when  the  payroll  expenditure  is  unable  to  update  the  regular 
appropriation  account  which  is  associated  with  the  employee's  position.  A  PR  transaction  will  appear  on 
the  weekly  335A  report  and  the  payroll  default  account  will  have  a  negative  balance.  PR  transactions  should 
be  corrected  and  processed  within  five  (5)  days  after  they  appear  on  the  suspense  file.  This  process  is  the 
responsibility  of  the  department  or  the  agency  in  departments  with  multiple  agencies.  These  accounts  will 
be  created  by  the  Office  of  the  Comptroller  and  the  Budget  Bureau  as  follows: 

The  FY  92  "Payroll  Default  Account"  key  on  ASTA  will  be 
FY  92  DEPT:  XXX  APPR/ALLOC:  XXX99999 
XXX  =  Department  Code 


DOCUMENTATION  OF  SICK  LEAVE  BUY  BACK  AND  VACATION  IN  LIEU 

Departments  which  compensate  a  retiring  employee  for  sick  leave  buy  back  and/or  vacation  in  lieu  or  a 
terminated  employee  for  vacation  in  lieu  according  to  various  authorities  must  submit  documentation  of  the 
payment  to  the  Payroll  Unit  of  the  Office  of  the  Comptroller  for  audit  purposes.  This  documentation  should 
be  on  a  CTR  form,  signed  by  the  department  head  or  signatory  designee,  and  include  all  information 
required  on  the  form.  Please  contact  the  Payroll  Unit  of  the  Comptroller's  Office  for  blank  copies  of  these 
forms. 
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BOND  FUNDED  APPROPRIATION  REGULATIONS 

Departments  are  notified  that  all  payroll  charges  that  are  funded  from  capital  (bond)  funds  are  regulated  by 
815  CMR  7.00.  This  regulation  instructs  departments  to  submit  proper  documentation  to  DPA  prior  to 
hiring  employees  funded  from  capital  (bond)  accounts.  A  copy  of  the  regulation  may  be  obtained  from  the 
Legal  Unit  of  the  Office  of  the  Comptroller. 


CONTRACTOR  PAYROLL 

FY  92  Service  Contracts  (SCs)  which  support  PMIS  Contractor  Payrolls  must  be  established  with  sufficient 
funds  on  both  MMARS  and  PMIS  prior  to  July  8,  1991,  to  be  in  place  for  the  first  FY  92  payment. 

FY  92  Service  Contracts  (SCs)  which  support  CAPS  Contractor  Payroll  must  be  established  with  sufficient 
funds  on  CAPS  and  MMARS  prior  to  the  processing  of  payroll  on  July  18,  1991. 


ENCUMBRANCES  WITH  OPENORDER  VENDOR  CODES 

If  a  department  has  no  alternative  but  to  process  an  encumbrance  with  an  OPENORDER  vendor  code  to 
support  its  contractor  payrolls,  then  it  should  enter  the  letter  "B"  instead  of  the  letter  "V"  as  part  of  the 
document  ED  number.  The  following  is  an  example  of  how  a  FY  92  encumbrance  with  an  OPENORDER 
vendor  code  should  be  identified  to  support  contractor  payrolls: 

SC  7ZL 1000  B501000 
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SECTION  7:  ADVANCE  MANAGEMENT 


Request  for  Advances  (RA)  for  FY  92  may  be  entered  beginning  June  25,  1991  in  anticipation  of  an  FY  92 
interim  budget  or  the  passage  of  the  General  Appropriation  Act.  These  transactions  will  be  in  the  suspense 
file  in  a  "reject"  status  because  of  allotment  control.  The  RA  transactions  will  be  processed  (providing 
that  all  FY  91  advances  are  accounted  for)  upon  loading  of  the  general  appropriation  and  allotments 
into  MMARS.  It  is  essential  that  a  pre-encumbrance  and/or  an  encumbrance  is  in  place  to  allow  the 
processing  of  the  RA,  however,  these  transactions  will  be  in  the  suspense  file  in  a  reject  (REJCT)  status 
because  of  allotment  control  with  only  one  error  message  (H.A901E  AMOUNT  EXCEEDS  ALLOTMENT). 
These  initial  RAs  should  reach  the  Office  of  the  Comptroller  by  12:00  noon,  June  28,  1991.  After  the 
loading  of  allotments  the  Office  of  the  Comptroller  will  accept  only  RAs  which  are  on  a  PEND5  status. 


PROCEDURES 

a.  The  uses  of  advances  are  governed  by  the  Office  of  the  Comptroller  and  are  covered  in  Chapter  5.5 
of  the  Policy  manual  and  Chapter  5.6  of  the  Procedures  Manual. 

b.  All  Requests  for  Advance  must  be  signed  by  the  department  head  or  his/her  designee  and  the 
original  document  submitted  to  the  Pre-Audit/Payments  Unit  of  the  Office  of  the  Comptroller  no 
later  than  12:00  PM  (noon)  of  the  Friday  preceding  the  warrant  run.  RA  approval  is  normally  done 
on  Fridays  and  Mondays.  RAs  approved  on  Monday (s)  will  appear  on  the  warrant  that  is  run  that 
night. 

c.  FY  92  Request  for  Advance  will  be  approved  if: 

(1)  FY  91  Advances  are  completely  accounted  for.  If  one  appropriation  has  an  outstanding  FY 

91  advance  balance,  all  RAs  for  FY  92  will  be  held  up  for  the  department. 

(2)  The  purpose  of  the  advance  is  appropriate.  The  purpose  will  be  explained  in  the  initial  FY 

92  request  for  advance  for  the  appropriation  /subsidiary  and  each  RA  modification  submitted 
thereafter  will  provide  the  purpose  in  the  comments  field.  The  fact  that  advances  were 
approved  for  the  same  purposes  in  previous  years  doesn't  automatically  qualify  the 
department  to  continue  to  receive  advances.  However,  once  the  initial  request  has  been 
approved  subsequent  increases  will  be  approved  and  justification  forms  will  not  be  required. 

(SEE  APPENDIX  F:)  REVISED  ADVANCE  JUSTIFICATION  FORM 

(3)  A  valid  dynacash  bank  account  must  be  in  the  MMARS  "DYNA"  table  for  FY  92.  All 
existing  FY  91  dynacash  bank  accounts  will  be  rolled  over  to  FY  92  on  Friday.  Mav  3. 
199 1.  so  new  accounts  are  needed  only  when  an  advance  is  being  established  for  the  first 
time.  (Contact  Miss  Rosemary  Waldron  at  the  State  Treasurer's  Office  to  obtain  a  new 
individual  bank  account  number  at  367-3900,  ext.  576). 

(4)  The  advance  type  should  properly  represent  the  reason  for  the  advance.  Please  refer  to  the 
"ATYP"  table  on  MMARS  to  determine  appropriate  advance  type. 
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d.  The  Office  of  the  Comptroller  will  pre-audit  all  requests  for  advances  and  post-audit  the  expenditure 

of  advances.    Misuse  of  advances  may  result  in  the  suspension  of  the  department's  delegated 
authority. 

Once  FY  92  advances  have  been  established,  they  should  be  accounted  for  at  a  minimum  of  once  per  month 
using  the  Expenditure  of  Advance  (EA).  All  EA  transactions  must  be  signed  by  the  Department  Head  or 
his/her  designee.  EAs  should  identify  individual  vendors  for  tax  purposes  (MMARS  Memo  #142). 
Departments  which  are  not  processing  the  Expenditure  of  Advances  (EA)  on  a  timely  basis  may  cause  a 
delay  in  the  approval  of  the  RA. 
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SECTION  8:  BILL  PAYING 

The  goal  of  the  Commonwealth  is  to  pay  its  bills  within  thirty  days.  Late  payments  may  have  a  direct  effect 
on  appropriations.  Please  refer  to  MMARS  Memo  #84,  dated  May  11,  1988  and  MMARS  Memo  #102, 
dated  March  22,  1989. 

Under  Chapter  611  of  the  Acts  of  1987  (815  CMR  4.00),  departments  have  up  to  45  days  to  pay  bills  before 
interest  begins  to  accrue.  The  45  day  time  frame  commences  upon  "...receipt  of  a  properly  authorized, 
approved  and  submitted  invoice  for  the  amount  of  payment  due."  A  bill  is  considered  paid  on  the  warrant 
date  (the  day  of  the  Governor's  Council  Meeting  -  typically  a  Wednesday),  unless  otherwise  stated  in  the 
contract. 

Chapter  611  also  states  that  payment  of  interest  penalties  must  be  financed  from  the  department's 
appropriations  "...  for  which  the  interest  was  incurred."  You  will  note  that  starting  in  FY  91,  most 
subsidiaries  have  an  object  code  for  Late  Penalty  Interest,  they  are  identified  with  the  number  99  (for 
example:  D99,  E99,  etc.). 

Departments  are  reminded  to  use  the  "Scheduled  Payment  Date"  field  on  the  Payment  Voucher  to  schedule 
the  release  of  payments  for  the  appropriate  date. 

Report  602 A  is  currently  being  sent  to  departments.  It  monitors  the  amount  of  time  it  takes  a  department 
to  pay  its  bills,  based  on  the  PV  date  (date  of  receipt  of  the  invoice)  and  the  weekly  warrant.  The  accuracy 
of  this  report  relies  upon  the  proper  use  of  the  PV  date. 

815  CMR  4.00  governs  the  payment  of  late  penalty  interest.  This  regulation  was  issued  by  the  Office  of 
the  Comptroller  pursuant  to  Chapter  611  of  the  acts  of  1987. 

There  are  four  late  penalty  interest  laws  in  Massachusetts.  Chapter  611  is  accounted  for  using  the  99  series 
object  codes.   The  other  three  laws  must  be  accounted  for  using  the  following  object  codes: 

G97      Late  payment  interest  for  Utilities  -  M.G.L.  c.164,§  94. 

N95      Late  payment  interest  on  construction  and  maintenance  projects,  including  Extra  Work 
Orders  -  M.G.L.  c.30,§  39G  and  §  39K. 

N96      Late  payment  interest  on  eminent  domain  taking  -  M.G.L.  c.79,§  37. 
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Begin  entering  Requests  for  Advance  (RA)  for  FY92 
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8 

First  FY92  "AA"  employees  payroll  processed  for 
pay  week,  June  30  -  July  6 

First  FY92  contractor  payroll  processed  for  services 
rendered  from  July  1-6 

11 

First  FY92  "AA"  employees  payroll  checks 
issued  to  employees  for  pay  period  June  30  -  July  6 
First  FY92  contractor  payroll  checks  issued  for 
services  rendered  from  July  1-  6 

Appendix  A  continued 


July 


CAPS  FY92  Opening 


18         First  FY92  "AA"  employees  payroll  processed  covering 
the  period  from  July  1-31  for  monthly  earnings  rate  code 
employees,  and  from  June  30  -  July  27,  for  weekly  earnings 
rate  code  employees. 

First  FY92  contractor  monthly  payroll  covering  the 
period  of  July  1-  20 


24  First  FY92  "AA"  employees  checks  issued  to  monthly 

payoll  employees. 

First  FY92  contractor  payroll  checks  issued  for  services 
rendered  July  1-20 


APPENDIX  B: 


List  of  Resource  and  Assistance  Persons  in  Office  of  the  Comptroller 
Telephone  Number  (617)  727-5000. 


Advance  Management 

Gabe  Campos 

(ext.  311) 

Capital  Accounts 

Dave  Koukol 

(ext.  239) 

Contract  Management 

Maggie  Trudel 

(ext.  237) 

CTR  Statewide  Accounts 

Debbie  Reynolds 

(ext.  258) 

Expenditure  Classification 

Jacqueline  Kassis 

(ext.  320) 

Expense  Budgets 

Maggie  Trudel 

(ext.  245) 

Federal  Grants 

Cassandra  Grieg 
Kathie  Still 

(ext.  238), 
(ext.  247) 

Federal  Sub-Grants 

Jenny  Hedderman 

(ext.  218) 

Financial  Statements  Annual  Reports  Kathy  Emrich 

(ext.  263) 

GAAP  Helpline 

727-5995 

GAAP  Issues 
General  Questions 

Jake  Lorentz 
MMARS  Helpline 

(ext.  450) 
727-5995 

Intragovernmental 
Agreements 
Transactions  -  IEs 
Transaction  -IVs 

Jenny  Hedderman 
Maggie  Trudel 
Kathy  Still 

(ext.  218) 
(ext.  245) 
(ext.  247) 

Key  Dept.  Contact  Dates 

Kerry  Anderson 

(ext.  355) 

Non-Tax  Revenue 

Kathie  Still 

(ext.  245) 

Payments 

Gabe  Campos 

(ext.  311) 

Payroll  Management 


Al  Dente  (ext.  340), 

Payroll  Unit/Helpline     (ext.  331) 
CAPS  Helpline  727-5995 


Records  Management 

Kathy  O'Leary 

(ext.  381) 

Reports  Question/Issues 

William  Hardin 

(ext.  394) 

Revenue  (General) 

Eric  Dickstein 

(ext.  242) 

Security  Profiles  -  MMARS/CAPS 

EdDrea 

(ext.  293) 

APPENDIX  B,  continued 

Signature  Authorization 
Single  Audit 


State  Grants 


Suspense  File  Management 
Tax  Reporting  1099  Forms 
Tax  Reporting  W-2  Forms 


TELP  Lease  Orders 


TELP  Lease  Payments 
Training 


Vendor  Administration 


Carol  Gross 

(ext.  230) 

Dave  LeBlanc 
Bill  Walsh 

(ext.  292), 
(ext.  286) 

Maggie  Trudel 

(ext.  245) 

Jenny  Hedderman 

(ext.  218) 

Kerry  Anderson 

(ext.  355) 

Kerry  Anderson 

(ext.  355) 

AlDente 

(ext.  340) 

Karel  Welch 

(ext.  316) 

Gabe  Campos 

(ext.  311) 

Coleman  Kelly 

(ext.  287) 

Kerry  Anderson 

(ext.  355) 

REVISED  APPENDIX  C:  FY  92  OPENING 


TABLE  CHANGE  REQUEST  FORM 


TO: 


Operations  Manager 
Office  of  the  Comptroller 
One  Ashburton  Place,  9th  Floor 
Boston,  Massachusetts  02108 


DATE: 


FROM: 


Name: 
Position: 


Department/Organization: 

Phone: 


Table  to  be  Updated: 


Type  of  Update  Requested:  (Check  One) 


Addition 


Deletion 


Change 


Information  to  be  Added,  Deleted,  Changed: 


Justification: 


SIGNATURE: 


Department  Head  or  Authorized  Designee 


(BOTTOM  SECTION  FOR  COMPTROLLER'S  USE) 


Logged  In  Date:      /      /  Log#: 

Received  by  Bureau  Chief:      /      /         Name: 

Approved: Rejected: Table  Updated?  Yes_ 


No 


Comments: 


^7i&  (iomrnx>nu>ea/t/i/  of  ^  JloMax^uozettA 

Office  oftAe  @ofn/>tro//er 


One  jU/UHirtofi  ££/ace 
G&ot/vn,  Jfa&uic/u/seU*  0210$ 


WILLIAM  KILMARTIN 
COMPTROLLER 


(617)  727-5000 


APPENDIX  D:  FY  92  OPENING 


COMPTROLLER'S  MAILING  LIST  UPDATE  FORM 


It  is  essential  that  your  Department  receive  communications  from  this  office  in  a  timely 
manner.  Please  make  copies  of  this  form  and  use  one  form  per  update.  Forward 
completed  update  forms  to: 

Office  of  the  Comptroller 
Operations  Unit  (ATTN:  Nancy  Mottola) 
One  Ashburton  Place,  Room  901 
Boston,  Massachusetts  02108 


Please  check  one  per  form: 

Dept  Head                  _ 

jCAPS  Liaison 

MMARS/CAPS  Security 

_CFO 

MMARS  Liaison        _ 

_PMIS  Coordinator 

PARIS  Liaison            

Single 

Audit  Liaison 

Legal  Counsel            _ 

_GAAP  Liaison 

Records  Coordinator 

•» 

Secretariat  Name: 

Phone: 

Name: 

(Last  Name)                     (First  Name)             (MI) 

Address: 

Phone: 

EXT: 

City: 

ZIP: 

Requesting 
Department: 

MMARS  Alpha  Code: 

Signature: 


Phone: 


Department  Head  or  Authorized  Designee 


Date:      /      / 


FY  1992. . . .  1992. . . .  1992. . . .  1992. . . .  1992 


APPENDIX  E 


TRANSMITTAL  FORM 


TO: 


Office  of  the  Comptroller 
Procurement  Unit 
One  Ashburton  Place,  9th  Floor 
Boston,  Massachusetts  02108 


DATE: 


CONTACT: 


Contact  Person  for  questions  regarding  these  contracts.  Telephone  No. 


THESE  CONTRACTS  ARE: 

(CHECK  ONE  ONLY) 


SUBSIDIARY: 

one  subsidiary  per  transmittal  form 

PMIS 

CAPS 

Ready  Payment 

Other 


TRANS    DEPT    ORG  7  DIGIT  ID  NUMBER  BATCH  ID 


Approved 
by  Comptroller 
on  MMARS 
Yes /No 


1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

APPENDIX  F:  FY  92  OPENING 


ADVANCE  JUSTIFICATION  FORM 


TO: 


ATTN:  Pre-audit  and  Payment  Unit 
Office  of  the  Comptroller 
One  Ashburton  Place,  9th  Floor 
Boston,  Massachusetts  02108 


DATE: 


FROM: 

Department^ 


MMARS  Alpha  Code: 


This  justification  is  for  the  initial  Request  for  Advance  (RA).  Subsequent  modifications  for 
this  appropriation,  subsidiary  and  purpose  of  the  current  fiscal  year  do  not  require  a 
Justification  Form. 


APPROPRIATION/ 
SUBSIDIARY 
1. 


PURPOSE 


PROJECTED 
ANNUAL  REQUESTS 
3. 


AMOUNT  OF 
THIS  REQUEST 
4. 


Narrative  Justification:  (May  be  typed  on  a  separate  sheet  of  paper  and  attached) 

Legal  Authority:  (When  applicable) 


This  Department  will  encumber  sufficient  funds  in  advance  under  this  appropriation  and 
subsidiary  to  cover  this  advance. 


SC: 


PO: 


Signature: 


Phone: 


Department  Head  or  Authorized  Designee 


Date:      /      / 


UPDATED  APPENDIX  G:  FY  92  OPENING 


REQUEST  FOR  APPROVAL  OF  OPENORDER  VENDOR  CODE 


THIS  REQUEST  MUST  BE  ATTACHED  TO  ALL  SC  OR  SM  DOCUMENTS  WITH  OPENORDER  VENDOR  CODE  AND 
FORWARDED  TO: 


Office  of  the  Comptroller 
ATTN:  Procurement  Unit 
One  Ashburton  Place,  9th  Floor 
Boston,  Massachusetts  02108 


PAGE  1  OF  2 


REQUESTING  DEPARTMENT: 

Complete  Mailing  Address: 


Request  Comptroller  approval  to  establish  the  following  OPENORDER  Service  Contract  or  amend  a  Service 
Contract: 

The  use  of  an  OPENORDER  vendor  code  is  NOT  considered  a  procurement  method.  "OPENORDER"  is  a 
vendor  code  that  allows  payment  to  multiple  contractors.  It  is  only  an  accounting  treatment  and  does  not  take 
the  place  of  a  procurement  method. 

A.  The  department  must  sign  a  contract  with  every  vendor  before  payment  is  made  against  this 

OPENORDER  vendor  code  transaction.     If  a  department  is  not  using  one  of  the  pre-approved 
standard  contracts  (see  I.  on  the  reverse  side),  attach  a  sample  copy  with  the  initial  request. 


B.  SC  or  SM  Document  ID: 


TRANS    DEPT     ORG 


7  DIGIT  ID  NUMBER 


C. 


Object  Code: 


D. 


Total  Dollar  Amount: 


$ 


E. 
F. 
G. 

Estimated  number  of  vendors  to  be  paid  from  this  OPENORDER: 

Estimated  average  payment  per  vendor:  $ 

Justification  for  OPENORDER: 

H.        Explanation  of  Service  to  be  Provided: 


I.         Standardized  "Form"  Contracts  for  SCs  with  OPENORDER  vendor  code. 


Check  Oversight 

One  Department 

Standard  Service  Contract*  ANF 

_____  Master  Service  Agreement  -  Name: \ PGS 

__ __  Purchase  of  Service  Contract  -  Non-Individual  ANF 

[MUST  HAVE  A  MASTER  AGREEMENT  IN  PLACE] 

_____  Purchase  of  Services  (Individuals)  ANF 

_____  Data  Processing  Service  Contract  -  Individual  (I)  PGS 

___  Data  Processing  Service  Contract  -  Corporation  (C)  PGS 

Standard  Terms  &  Conditions**  CTR 

_____  Other:  Please  attach  a  copy  to  original  request  for  review  and  approval 


*  Replaces  Service  Contracts:  Individual  (I),  Partnership  (P),  Corporation  (C), 

and  Research  (R),  as  previously  defined  by  Ch.29,§29A. 
**  Replaces  Standard  Terms  &  Conditions  of  the  Commonwealth 


SIGNATURES: 

/    / 
Date 

Person  to  contact  for  questions  (Print  Name) 

Telephone 

/    / 
Date 

Department  Authorized  Signature 

Telephone 

_/_/_ 
Date 

Approval  of  Office  of  the  Comptroller 

PAGE2  0F2 


